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Voucher Approval

Steps | Directions Comments
Step 1 | Enter Worklist
Navigation: Select ‘Worklist’ from the menu in the upper right
hand corner of the screen.
Add to Favorites Sign out
Date From  Work Rem Worked By Activity Prority Link - o
Rup, Stw oamI00s PRRIRVEUCTEC wng voueHrr apeRovaL [T ] 11000 00091644, besd 203 Mk Wi
Foup, Srew oamwaond [ORENEL po senouct Appeonals T = 0214 Mk Wi
ORMNI004 I:;LN;FMI Fes | i [ =] 230 11000 000000013z Mick Wi |
Step 2 | Approval Pages
NOTE:

There are three different approval pages based on the items
being approved (Purchase Order, Requisition, or Voucher).

1. Voucher Approval
Once you click on the Voucher Approval link, this page will
appear —

Approval \( Line Information Y Charge Information \

Unit: 11000 Invoice:  {est Vendor:  JUDYS APPLICATIONS
Youcher: 00001644 Date: 06/08/2004 ID: 0000002334
& Pending Gross Amt: 4488 USD Due Upon Receipt
© approved Sales Tax: 0.0o
 Denied Freight: o.oo
Use Tax: 0.00
Entered VAT: 0.0o
First (€] 1011 [P] Last
Remit i
SetiD Remit Vendor Name 1 Name 2
SHARE 0000002334 JUDYS APPLICATIONS
B save) | ERWiew workiist] HENext inWorklist Edotity

Approval | Line Information | Sharge Information

Under ‘Approval Information,” you can either approve or deny
the voucher. When you've made the selection, click

ﬁ Sawe

Once you approve, deny, or
recycle, the following happens...
e Approve — disappears
from worklist.
e Recycle — goes back to
originators worklist.
e Deny-goesto
administrator to cancel.
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2. PO Approval
Once you click on the PO Approval link, this page will appear:

{ Approval | Defails
Unit: 11000 PO: 0000000214 Vendor: 0000000300 Origin: 001
*Approval Action: Approve :l' Approval Status: In Process
Buyer: Vialery,Renee E PO Date: 06082004
PO Ref:
Merchandise Total Amount: 40.00 USD Merchandise Total Base: 40.00 UsD
PO Total Value: 40.00 PO Total Base: 40.00
Line S22 e 61yt Amount Currency Account OperUnit  Fund  DeptiD
1 1 111000 40.00 UsD 621350 110 7an 1000

Under ‘Approval Action,” you can approve, deny, or recycle

the PO. When you’ve made the selection, click M‘

3. Requisition Approval
Once you click on the Requisition Approval link, this page will

appeatr:

Approval Y Defails

Unit: 11000 Req: 0000000132  Reduester:  WaleryRenee E. =
*Approval Action: IApprove j' Approval Status: In Process

Requisition Date: 06022004

Total Amount: 30.000 Dallar

Total Base Amount: 30.000 Daollar

Distributions/Chartfields

Line Sched Distrih Status GLUnit Account Operating Unit  Fund DeptiD

1 1 1 Open 11000 621350 110 ool 1000

Under ‘Approval Action,’ you can approve, deny, or recycle
the requisition. When you've made the selection, click

ﬁ Sawe
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